Marcia Johnson 


576 Tanager St  Brighton, CO 80601
720-434-2659  mikomarcia@hotmail.com
OBJECTIVE
To secure a position with a well established organization with a stable environment that will lead to a lasting relationship in the field of accounting and finance.
QUALIFICATIONS
· QuickBooks Pro Certified
· Bookkeeping and accounting skills.

· Five years experience in the accounting field.
· Above average skills in MS Office suite including Word, Excel, Power Point, Outlook, Open Office, Firefox. Excel, Power Point, and Publisher.
· Type 40 WPM; 10,000 KPH
· Knowledgeable in office equipment such as computer, scanner, copier, fax machine, multi-line phones, and label makers

· Self-motivated, assertive and can quickly learn new procedures and methods.

· Well-Organized and Dependable

· Able to work under pressure and meet deadlines.
· Customer service skills
· Basic HTML skills; Experience with web site platforms and social networking sites

· Extensive QuickBooks knowledge
EDUCATION
McKinley College








Ft. Collins, CO (online)
Accounting/Business Management

· Currently enrolled in online courses to obtain my BA in Accounting and Business Management








2008-Current
EMPLOYMENT
On Call Restaurant Accounting
           Denver, CO 

Elena Morgan - Accountant

Bookkeeper AP/AR Specialist



2/2012 - Current
I
I currently work as a bookkeeper with On Call Restaurant Accounting.  Duties include heavy AP/AR as well as reconciliations, posting of sales entry, payroll, and filing of 941 tax returns.  I also spend time speaking with clients to resolve any issues they might have. .
Restaurant Solutions, Inc 
           
Englewood, CO 

Dawn Hartwell – Supervisor 

Bank Reconciliation Specialist



7/2010 – 1/2012
In this position I was a Bank Reconciliation Specialist for a number of restaurants nationwide.  My duties included providing my clients with a timely reconciliation report and answering any accounting questions for them that I could.  I left this position in order to take a position as a bookkeeper with On Call Restaurant Accounting in order to utilize more of my skills.

Carbondale Clay Center
           
Carbondale, CO Lauren Kearns- Director

Accounting/ Admin Assistant



11/2008 – 2/2010
This was a wonderful position working for a non-profit arts education facility. My accounting responsibilities included

paying artists, processing sales, reconciling bank accounts, making deposits, and running reports. Other aspects of the

job included customer service, fund-raising, updating our website and sending out blast emails, letter writing, and maintaining the office. Regretfully, I had to leave this position as my husband is being transferred permanently back to Denver.


Great West 
 Greenwood Village, CO
Michelle Collins- Supervisor 

Financial Customer Care Representative



11/2005 – 9/2008
This position was a client service rep for the company’s financial industries. Position required the trading of mutual funds and required extensive knowledge of the stock industry. Also required basic customer service skills and account

maintenance.
AOS
           
Burbank, CA
James Lee – Supervisor 

Client Care Representative



2/2000 – 11/2005
This was a telecommunication position out of Burbank, Ca.  In this position I was required to take our clients customer service complaint calls,  work directly with the clients themselves providing basic accounting or other office functions, and implementing training to new reps.  This was a very rewarding experience until the company suddenly went out of business in 2005.  
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